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FROM s The Assistant Gencral Coungel

SUBJECT : Job Allocation for Legislative Clerk
0ffice of the Genoral Counsel,

1. Reference is made to the attached job demeription
prepared by you for the position of Lagislative Clerk in this
office, For your convenience in identifylng the following
somueiits, you will note that we have numbered the paragraphe
of the attashed draft in penecil,

2, It 1s felt that paragraph 2 of the atiached draft
can be expanded to include an independant function for the preparawe
tion of many categorics of letters, documents and memoranda,

This function has steadily incroeased on an independent basis, re-
quiring leas and less supervision by superior,

3, It is felt that perhaps this paragraph should be
split into two as the "tickler? function iz a relatively minor ons,
It 1e falt that the first two sentences of the paragraph should be
redrafted to indicate that the incumbent s personally responsidle
for the performance of the function without supertision,

4, It is felt that the firat tuo sentences of paragraph
4 should also be redrafted to indlcate that the function again
is often performed indspendent of aupervision,

3. It i felt that paragraph 9 should be redrafted to
indicate total supervision of OS5 Clerk-3tenographer, including
the complete training of said eaployee to assist incumbent in
many of her funetions and to perform certain ones of tham in the
abaence of inoumbent, ,

6., It is felt that the matorial on loyslty Board activie
tles in paragraph 14 should be separated from the other functions
in paragraph 14 snd combined with the Loyalty Board functions in
paragraph 1%, The sentence regarding maintenanes of up-tosdate
£ile on Loyalty Board Directives might be axpanded to point cut
that the maintenance of the up~to-date file includes the making
of detailed changes in Loyalty Board orders and inatructions, and
keeping superior sdvised thereon,

7. No roference is made to incumbentls work with the

Pfroject Review Cormittee, Inoumbent attends meetings of the Project
Review Committes, taking notes of pertinent argumentis advanced by
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those in attendance who number from ive to eight, At the cone
alusion of neeting incumbent prepares necegosary statementa and
forms for final submission of the projeats to the Executive and
the Director. 1In this conneation; 41t 1z nacessay to winnow the
pertinent factors from the arguments pragented, making notes on
the pertinent materiala,

8, The funotion assigned by paragraph 16 inwolves
Atenographic ability to court reportarts speod,

9 Inoumbent prepares letters and reports, both
independently and with the approval of her superior, for the signe
eture of the Executive and Director of Centrsl Intelligence,

10. It is faelt that certain of the functions outlined
above are sufficiently indspendent in nature to merit serious eonw
alderation in the alloeation of an additional grade,

11, If you find that ¥ou gan incorporate any of the
above sugreations into your proposed job demoription, 1t will be

appreciated. If so, after you have completed any shangss you think
desirable, will you kindly return it to thia office for signature,

/s/
Walter L., Fforsheimer

Attoohnont
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